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A. Purpose 

This guide implements references A and B for DoD civilian employees. 

B. Scope 

This guide applies to civilian employees, including those paid from non-appropriated 
funds, employed in the Office of the Secretary of Defense, the Military Departments, the 
Chairman of the Joint Chiefs of Staff, the Combatant Commands, the Office of the 
Inspector General of the Department of Defense, the Defense agencies, the DoD Field 
Activities, and all other organizational entities within the Department of Defense 
(hereafter referred to collectively as the DoD “Components”). 

C. Policy 

It continues to be DoD policy that improper, fraudulent, abusive, or negligent use of a 
government charge card is prohibited. This includes any use of government charge cards 
at establishments or for purposes that are inconsistent with the official business of DoD 
or with applicable regulations. DoD policy continues to require supervisors, who receive 
information indicating that a civilian employee has engaged in any misuse of a 
government charge card, to take appropriate action, including an investigation if 
indicated. The supervisor of the responsible individual(s) will be informed in a timely 
manner so that appropriate corrective or disciplinary/adverse action may be taken. In 
addition, civilian personnel who fail to satisfy an indebtedness arising from the use of a 
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government travel charge card or those who fail to do so in a timely manner may be 
subject to corrective or disciplinary/adverse action. 

The intent of this guide is to ensure that management emphasis is given to the important 
issue of personal accountability for government charge card misuse. There is no intent to 
deprive managers and supervisors of their discretion in handling government charge card 
misuse in a manner appropriate to each individual case. Likewise, there is no intent to 
revise Component disciplinary policy.  The circumstances of each individual case will 
determine the appropriate type of corrective or disciplinary/adverse action, if any, that 
may be imposed. A progression of increasingly severe penalties is often appropriate in 
the case of minor instances of misuse, but more serious cases may warrant the most 
severe penalty for the first offense. Clearly, there is no single response appropriate for all 
cases. While the merits of each case may be different, timeliness, proportionality, and the 
exercise of good judgment and common sense are always important. Where applicable, 
full consideration must be given to the relevant Douglas Factors as provided in Douglas 
v. Veteran’s Administration, 5 MSPB 313 (1981). 

Each DoD Component must submit a report to the Deputy Under Secretary of Defense 
(Civilian Personnel Policy) (DUSD(CPP)) outlining how its civilian personnel penalty 
policy addresses offenses with respect to government charge cards and whether the 
penalty of removal is an available maximum option for a first offense in appropriate 
cases, as determined by the deciding official. A sample table of potential charge card 
offenses and remedies has been included with this guide at reference E. 

Government charge card offense(s) may be framed in any lawful manner. The supporting 
Human Resources Office should assist the appropriate supervisor who is considering 
corrective or disciplinary/adverse action on the selection of the charge and appropriate 
penalty based on Component past practice, regulatory guidance, applicable case law and 
good judgment. Coordination with the appropriate legal office should occur early in the 
process, as required by Component policy. 

D. Relationship to Security Clearances 

The review of the security clearance of the individual involved (or the modification or 
revocation of such security clearances in light of this review) in credit card misuse or 
abuse cases is not a disciplinary action and should not be treated as such. However, this 
does not preclude a separate and independent review of such misuse or abuse by the 
appropriate security managers in accordance with references C and D.  Modification or 
revocation of a security clearance will result in appropriate action, which could include 
reassignment or removal. 
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E. Responsibilities 

The Heads of the DoD Components shall: 

1) 	Provide a report detailing their compliance with references A and B and the 
provisions of this guide to the DUSD(CPP) not later than May 15, 2003; 

2) 	Ensure that commanders and supervisors are informed on the potential misuses 
and abuses of government charge cards and their responsibilities to have suspected 
misuses and abuses appropriately investigated; and 

3) 	Ensure that commanders and supervisors are trained to take appropriate corrective 
or disciplinary/adverse action with respect to offenses involving government 
charge cards. 
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APPENDIX 3 

SAMPLE SCHEDULE OF POTENTIAL CHARGE CARD OFFENSES 
AND REMEDIES 

The chart below is one example of potential charge card offenses and remedies or 
penalties for such offenses. Components must otherwise comply with all applicable law 
and regulatory guidance in determining whether to impose disciplinary or adverse action 
in any specific case. 

OFFENSES FIRST OFFENSE SECOND 
OFFENSE 

THIRD OFFENSE 

Misuse of 
Government Travel 
Charge Card (e.g. 
use for unauthorized 
personal expenses, 
failure to pay charge 
card bill or pay such 
bill in a timely 
manner) 

Letter of Counseling 
to removal 

5-day suspension to 
removal 

10-day suspension 
to removal 

Unauthorized use of 
or failure to 
appropriately 
control use of 
Government 
Purchase Charge 
Card as a 
cardholder, 
approving official 
responsible for use 
or oversight of the 
Card. 

Letter of Counseling 
to removal 

14-day suspension 
to removal 

30-day suspension 
to removal 




